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1. 

PART  I.   GENERAL  INFORMATION 

A.   Organisation  and  Administration; 

1.  The  Business  Enterprise  Program  in  Oregon  is  under  the  juris- 
diction and  control  of  the  Commission  for  the  Blind.  The  Business  Enterprise 
Program  works  closely  with  the  Rehabilitative  Services  Program  and  is  dependent 
upon  that  program  for  the  selection  and  training  of  clients  as  managers  of  the 
various  business  enterprise  units  and  funds  to  promote  and  establish  new  unit 
locations.  The  Rehabilitative  Services  Program  staff  determines  the  eligibility 
of  individual  blind  persons  and  carries  out  the  rules  and  regulations  of  the 
Social  and  Rehabilitation  Service  and  the  Commission  relative  to  small  business 
enterprises  established  under  the  Randolph-Sheppard  Vending  Stand  Act. 

2.  Periodic  revision  of  the  Business  Enterprise  Program  and  its 
regulations  is  necessary  to  keep  pace  with  changes  in  legislation  and  operating 
conditions.  The  rules  and  regulations  governing  the  Business  Enterprise  Program 
must  be  approved  by  the  Social  and  Rehabilitation  Service,  as  required  by  the 
amendments  to  the  Randolph-Sheppard  Act  (PL  555i  83rd  Congress)  and  the  Voca- 
tional Rehabilitation  Act  amendments  of  19&5* 

3.  The  Business  Enterprise  Committee  of  the  Commission  is  com- 
posed of  three  members  of  the  Commission,  three  members  of  the  Blind  Business 
Managers'  Association  and  the  Business  Enterprise  Coordinator.  Meetings  of 
the  Committee  are  held  as  necessary  to  review  the  progress  of  the  program.   The 
Committee  may  make  recommendations  to  the  Commission  on  matters  pertaining  to 
the  Business  Enterprise  Program. 

4.  The  blind  managers  have  their  own  organization  known  as  the 
"Blind  Business  Managers1  Association  of  Oregon"  (BBMA) ,  which  is  affiliated 
with  the  national  organization  "The  Randolph-Sheppard  Vendors  of  America". 
The  President  of  BBMA.  is  one  of  the  representatives  on  the  Commission  Business 
Enterprise  Committee.  The  Association  meets  at  regular  intervals  to  consider 

and  discuss  mutual  problems. 


2. 

Suggestions  and  recommendations  developed  by  this  organization  are  passed  to 
the  Business  Enterprise  Committee  for  consideration.  The  Administrator  of  the 
Commission  and  the  Business  Enterprise  Coordinator  are  non-voting  members  of 
BBMA.   Other  Commission  staff  members  may  attend  BBMA  meetings  by  invitation. 

B.  Surveying  and  Establishment  of  Business  Enterprise  Units: 

The  surveying  of  possible  sites  and  the  establishment  of  new  units 
are  responsibilities  assigned  to  the  Business  Enterprise  Coordinator. 

C.  Status  of  the  Business  Enterprise  Unit  Manager: 

Each  Business  Enterprise  unit  manager  is  considered  to  be  a  self-employed 
operator  licensed  by  the  Business  Enterprise  Program.  The  manager  is  subject  to 
the  policies,  rules  and  regulations  of  the  Business  Enterprise  Program  but  is 
not  an  employee  of  that  Program,  the  Commission,  nor  of  the  State  of  Oregon. 

Part  II.  RULES  AND  REGULATIONS  OP  THE  OREGON  BUSINESS  ENTERPRISE  PROGRAM 
A.   Legal  Authority: 

Section  J>h6,1^0   ORS  provides:   "The  Commission  may  make  and  promulgate 
rules  and  regulations  reasonably  necessary  or  proper  to  carry  out  the  provisions 
of  ORS  346.110  to  346.280."  Further  Section  346. 180  ORS  provides:   "The  Com- 
mission shall  maintain  a  division  of  vocational  rehabilitation  services.  The 
object  of  this  division  shall  be  to  aid  visually  handicapped  persons  in  finding 
employment,  to  provide  such  physical  restoration  as  will  increase  their  employ- 
ability,  to  establish  a  program  of  vending  stands  and  small  business  enterprises 

in  which  such  persons  are  able  to  work  to  cooperate  with  the  United 

States  Government  in  vocational  rehabilitation  programs  for  the  blind,  including 
establishment  of  vending  stands  for  them  in  buildings  owned  or  rented  by  the 

Federal  Government  "  The  Commission  is  further  authorized  to  establish 

and  maintain  vending  stands  on  public  property  by  the  provisions  of  ORS  346.510- 
346.570. 


B.  Definitions  of  Terms  Used  in  These  Rules  and  Regulations t 

1.  "Act"  means  the  Randolph-Sheppard  Vending  Stand  Act  (Public  Law 
73?,  74th  Congress,  as  amended  by  Section  4  of  Public  Law  565*  83rd  Congress, 
and  by  subsequent  federal  legislation). 

2.  "Commission  for  the  Blind"  means  the  agency  of  the  State  of 
Oregon  which  provides  services  exclusively  for  the  blind  and  other  visually 
handicapped  residents  of  the  State  of  Oregon,  which  is  statutorily  referred  to 
in  ORS  346.110  as  the  "Commission". 

3.  "Secretary"  means  the  Secretary  of  the  Department  of  Health, 
Education  and  Welfare. 

4.  "Administrator"  means  the  Administrator  of  the  Social  and  Rehabil- 
itation Service  of  the  Department  of  Health,  Education  and  Welfare. 

5.  "Licensing  Agency"  means  the  Commission  for  the  Blind  of  the  State 
of  Oregon,  which  has  been  designated  by  the  Administrator  pursuant  to  the  Act 
to  issue  licenses  to  blind  persons  for  the  operation  of  vending  stands  on 
Federal  and  other  property. 

6.  "Program"  means  the  Business  Enterprise  Program  which  includes  all 
the  activities  of  the  licensing  agency,  pursuant  to  the  Act  and  this  part,  re- 
lated to  vending  stands  on  Federal  and  other  property  and  those  established 
under  the  provisions  of  ORS  346.510  to  346.570. 

7.  "Federal  Property"  means  any  building,  land  or  other  real  property 
owned,  leased,  or  occupied  by  any  department  or  agency  of  the  United  States 

or  any  instrumentality  wholly  owned  by  the  United  States. 

8.  "Public  Building"  or  "Other  Property"  means  any  building,  land,  or 
other  real  property,  owned,  leased  or  occupied  by  any  department  or  agency  of 
the  State  of  Oregon  or  any  of  its  political  subdivisions  except  public  elemen- 
tary and  secondary  schools. 

9.  "Other  Property"  means  property  which  is  not  federal  property 

and  on  which  vending  stands  are  established  or  operated  by  the  use  of  any  funds 


4. 
derived  in  whole  or  in  part,  directly  or  indirectly,  from  the  operation  of 
vending  stands  on  any  federal  property.  Such  property  includes  privately  owned 
property. 

10.  "License"  means  a  written  instrument  issued  by  the  licensing 
agency  to  a  blind  person,  pursuant  to  this  Act  and  this  part  authorizing  such 
person  to  operate  a  vending  stand  on  federal  or  other  property. 

11.  "Manager"  or  "Operator"  means  a  blind  person  licensed  to  operate 
a  vending  stand  on  federal  or  other  property  under  the  Act  and  this  part. 

12.  "Set  Aside  Funds"  means  those  funds  which  are  set  aside  each 
month  by  the  Commission,  as  authorized  by  the  Act,  from  the  proceeds  of  the 
operation  of  each  vending  stand  or  business  enterprise  unit  in  the  program. 
The  use  of  these  funds  is  restricted  to  the  following  purposes: 

a.  Maintenance  and  replacement  of  equipment. 

b.  Purchase  of  new  equipment. 

c.  Management  services. 

d.  Assuring  a  fair  minimum  return  to  operators. 

1J>.      "Permit"means  the  official  written  lease  agreement  or  authori- 
zation given  to  the  licensing  agency  by  a  department  or  agency  in  control  of 
the  management,  maintenance,  operation,  and  protection  of  federal  property, 
public  building  or  property,  or  person  in  control  of  other  property,  whereby 
the  licensing  agency  is  authorized  to  establish  a  vending  stand  in  such  build- 
ing or  on  such  property. 

14.  "Vocational  Rehabilitation  Act"  means  that  Act  as  amended  by 
Public  Law  565,  83rd  Congress,  68  Stat.  652;  29  U.S.C.  Chapter  4,  and  by  the 
I965  amendments  to  the  Vocational  Rehabilitation  Act. 

15.  "State  Vending  Stand  Law"  means  ORS  346.510  to  346.570. 

16.  "Vocational  Rehabilitation  Services"  means  those  services  neces- 
sary to  render  a  blind  person  fit  to  engage  in  remunerative  employment.  Such 
services  include  the  training  and  preparation  of  blind  persons  to  become  vend- 
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ing  stand  managers. 

17.  "State  Vocational  Rehabilitation  Agency"  means  that  agency  in 
the  state  providing  rehabilitation  services  to  the  blind  which  in  Oregon  is 
the  Commission  for  the  Blind.  The  Commission  is  also  designated  as  the  sole 
state  agency  under  a  s'cate  plan  approved  pursuant  to  the  provisions  of  the 
Vocational  Rehabilitation  Act  authorized  to  provide  these  services  to  blind 
persons  residing  in  Oregon. 

18.  "Business  Enterprise  Unit"  or  "Vending  Stand"  means: 

a.  Such  shelters,  counters  shelving,  display  and  wall  cases, 
refrigerating  apparatus,  and  other  appropriate  auxiliary  equipment  as  are 
necessary  for  the  vending  of  such  articles  as  may  be  approved  by  the  Commission 
for  the  Blind  agency,  or  other  authority  having  care,  custody  and  control  of 
the  property  in  or  on  which  the  vending  stand  is  located. 

b.  Manual  or  coin  operated  vending  machines  or  similar  devices 
for  vending  such  articles. 

c.  Cafeteria  or  snack  bar  facilities  for  the  dispensing  of 
food  stuffs  and  beverages. 

19.  "Blind  Person"  means  a  person  whose  vision  in  the  better  eye 
with  best  correction  does  not  exceed  20/200  central  visual  acuity  or  whose 
visual  field  subtends  to  an  angle  no  greater  than  20  degrees  at  the  widest 
diameter.   Evidence  of  such  blindness  shall  be  certified  to  by  a  duly  quali- 
fied ophthalmologist. 

20.  "State"  means  the  State  of  Oregon. 

21.  "Management  Services  and  Supervision"  means  inspection,  quality 
control  consultation,  accounting,  regulating,  in-service  training,  and  other 
related  services  provided  on  a  systematic  basis  to  support  and  improve  busi- 
ness enterprises  operated  by  the  blind  under  a  state  agency's  Business  Enter- 
prise Program.   "Management  Services  and  Supervision"  do  not  include  those 
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services  or  costs  which  pertain  to  the  operation  of  the  individual  business 
enterprise  unit,  such  as  employment  of  substitute  operators,  rent,  advertising 
and  other  operating  costs. 

C.  Universal  Application  of  Rules  and  Regulations: 

The  rules  and  regulations  made  and  issued  by  the  Commission  for  the 
Business  Enterprise  Program  for  the  blind  in  Oregon  shall  apply  to  all  Business 
Enterprise  units  in  the  Program  in  an  equitable  and  non-discriminatory  manner. 

D.  Establishments  of  Business  Enterprise  Units: 

1.  Suitable  locations  for  Business  Enterprise  Units  will  be  selected 
after  a  thorough  study  of  the  location  has  been  made  by  the  Business  Enterprise 
Coordinator,  and  it  has  been  determined  that  such  location  will  be  economically 
feasible  and  in  the  best  interest  of  the  Program  as  a  whole. 

2.  The  Business  Enterprise  Coordinator  will  negotiate  with  building 
management  to  determine  space  to  be  occupied,  hours  of  operation,  articles  to 
be  sold  and  equipment  to  be  provided  and  installed.  The  Business  Enterprise 
Coordinator  will  also  secure  all  necessary  legal  documents  to  be  executed  by 
the  Commission  and  the  building  management  for  the  establishment  of  the  Business 
Enterprise  Unit. 

E.  Issuance  and  Condition  of  Licenses: 

1.  Criteria:  In  the  issuance  of  licenses,  preference  will  generally 
be  given  to  blind  persons  who  are  in  need  of  employment  for  economic  reasons  and 
who  have  been  residents  of  the  State  of  Oregon  for  at  least  one  year,  but  in  all 
instances  licenses  will  be  issued  only  to  persons  who  meet  the  following: 

a.  Blind  within  the  legal  definition  of  blindness. 

b.  A  citizen  of  the  United  States. 

c.  At  least  21  years  of  age. 


.J 
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d.  Certified  by  the  Rehabilitative  Services  Program  as  qualified 
to  operate  a  Business  Enterprise  Unit. 

2.  List  of  Eligibles: 

a.  Applications  for  employment  as  Business  Enterprise  unit  manager 
will  be  accepted  from  anyone  who  meets  the  cited  criteria  and  a  record  will  be 
maintained  of  those  applying.  Prom  this  list  of  applicants  the  Rehabilitative 
Services  Program  will  select  those  suitable  for  training. 

b.  Applicants  who  have  successfully  completed  the  training  program 
or  who  have  otherwise  been  certified  as  qualified  to  serve  as  managers  will  be 
placed  on  the  eligible  list  for  appointment  in  the  following  order: 

(1)  Applicants  who  reside  in  the  geographical  area  where  a 
vacancy  occurs  or  a  new  unit  is  being  established. 

(2)  Substitute  managers  who  merit  being  placed  as  regular 
managers. 

(3)  Former  Business  Enterprise  Unit  managers  who  desire  to 
return  to  the  program  and  whose  previous  records  do  not  preclude  their  return. 

(4)  Newly  trained  managers  in  order  of  their  certification 
as  Business  Enterprise  Managers. 

c.  The  final  selection  of  managers  will  be  the  decision  of  the 
Business  Enterprise  Coordinator  after  consultation  with  the  Rehabilitation 
Counselors  and  the  Director  of  the  Rehabilitative  Services  Program. 

3.  Initial  Appointment  to  be  Probationary: 

a.  An  applicant  selected  for  appointment  as  a  Business  Enterprise 
Unit  manager  will  initially  be  designated  as  a  probationary  manager. 

b.  The  probationary  appointment  will  be  for  a  period  of  six  months. 
This  period  is  to  provide  for: 

(l)  Adjustment  of  the  manager  to  the  requirements  of  the 
physical  environment. 
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(2)  Adjustment  of  the  manager  to  the  mental  and  physical 
requirements  of  a  continuous  work  situation. 

(3)  Amelioration  of  any  training  deficiencies. 

(4)  Insuring  that  requirements  of  the  building  management 
can  be  satisfactorily  filled. 

c.  If  during  the  probationary  period  the  Business  Enterprise  Co- 
ordinator determines  that  the  probationary  manager  is  not  successfully  meeting 
the  challenge  of  unit  operation  or  is  unable  to  meet  the  requirements  of  the 
building  management,  the  probationary  appointment  will  be  terminated.  In  this 
event  consultation  will  be  held  with  the  appropriate  Counselor  and  the  Director 
of  the  Rehabilitative  Services  Program  as  to  future  services  to  be  provided  to 
the  relieved  manager. 

d.  At  the  successful  completion  of  the  six  months'  probationary 
period  the  managers  will  be  designated  a  Business  Enterprise  Unit  Manager  and 
a  license  will  be  issued. 

4.  Termination: 

a.  Licenses  shall  be  issued  for  an  indefinite  period  but  may  be 
terminated  by  the  manager  giving  ^0  days'  written  notice  to  the  Commission  if 
he  desires  to  resign. 

b.  Any  license  issued  to  an  individual  for  the  operation  of  a 
Business  Enterprise  Unit  may  be  terminated  by  the  Commission  giving  JO   days' 
written  notice  to  the  operator  when  the  Business  Enterprise  Coordinator  deter- 
mines that  the  Business  Enterprise  Unit  is  not  being  operated  in  accordance 
with  these  rules  and  regulations,  the  terms  and  conditions  governing  the  permit 
with  the  building  management,  or  the  agreement  with  the  operator. 

c.  The  manager  expressly  releases  the  Commission,  its  agents  or 
employees  from  any  loss,  injury,  damage  or  expense  which  the  manager  may  suffer, 
sustain,  or  incur  by  reason  of  such  termination. 
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d.  The  ^O-day  written  notice  may  be  waived  by  mutual  consent 
of  all  parties  concerned. 

5.   Fair  Hearing  for  Operators: 
a.  Administrative  Review: 

(1)  Each  manager  will  be  afforded  an  opportunity  for  an 
administrative  review  if  he  is  dissatisfied  with  any  action  arisi.ig  from  the 
operation  or  administration  of  the  Business  Enterprise  Program. 

(2)  If  the  manager  desires  an  administrative  review,  it 
shall  be  held  at  a  time  and  place  of  mutual  convenience.  The  manager  shall 
be  notified  in  writing  as  to  the  time  and  place  of  such  administrative  review 
at  least  10  days  in  advance  of  the  administrative  review. 

(3)  The  manager  shall  have  the  right  to  be  represented  at 
the  administrative  review  by  legal  counsel. 

(4)  The  manager  shall  have  an  adequate  opportunity  to  ask 
questions  and  discuss  the  problems  giving  rise  to  the  administrative  review. 
The  review  shall  be  informal  and  not  under  oath.  Any  decision  rendered  is  not 
an  order  or  final  order  of  the  Commission  for  the  Blind  but  solely  an  interim 
step  in  an  attempt  to  resolve  any  dispute  which  may  exist. 

(5)  The  review  shall  be  held  before  a  Board  of  Appeals, 
consisting  of  the  Administrator  of  the  Commission  for  the  Blind,  the  Director 
of  the  Rehabilitative  Services  Program,  and  one  other  professional  staff  member 
not  directly  connected  with  the  results  of  the  Review.  Any  member  of  the  Board 
of  Appeals  initiating  the  action  under  consideration  shall  be  disqualified  from 
sitting  on  the  Board  at  the  Review.  Authority  to  make  any  final  decision  shall 
be  exercised  by  the  Commission  for  the  Blind. 

(6)  In  the  event  the  manager  is  dissatisfied  with  the  re- 
sults of  his  administrative  review,  he  may  request  and  shall  be  afforded  an 
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opportunity  for  a  fair  hearing  before  the  Commission  for  the  Blind, 
b.  Fair  Hearing: 

(1)  The  Commission  for  the  Blind  shall  set  the  time  and  place 
for  the  hearing  convenient  to  the  manager  requesting  the  hearing.  The  manager 
shall  be  notified  in  writing  as  to  the  time  and  place  of  the  hearing,  at  least 
10  days  in  advance  of  the  hearing.  Further,  the  manager  shall  be  advised  of 
his  right  to  be  represented  by  legal  counsel. 

(2)  At  the  hearing,  the  manager  and  his  counsel,  if  he  desires 
to  have  one,  will  have  an  adequate  opportunity  for  cross-examination  and  to 
present  evidence  in  his  behalf. 

(3)  The  hearing  shall  be  held  before  the  Commission  for  the 
Blind  who  shall  make  the  final  decision  based  upon  the  evidence  before  it. 

(4)  The  official  transcript  of  the  testimony  and  exhibits, 
together  with  all  papers  and  reports  received  in  the  proceedings  together  with 
the  recommendation  of  the  Board  of  Appeals,  shall  constitute  the  exclusive 
record  for  decision  and  shall  be  made  available  to  the  manager  or  his  counsel 
at  any  reasonable  time. 

(5)  The  decision  shall  set  forth  the  issue,  principle,  and 
relevant  facts  brought  out  at  the  hearing,  the  pertinent  provisions  in  law  and 
in  agency  policy,  and  the  reasoning  that  led  to  the  decision.  The  manager 
shall  be  forwarded  a  copy  of  the  decision  or  shall  be  advised  in  writing  of 
the  content. 

(6)  The  decision  of  the  Commission  in  any  hearing  shall  be 
final,  but  subject  to  judicial  review. 
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P.  Relationships: 

1.  With  Vendors.  The  manager  shall  have  a  free  choice  of  the  vendors 
from  whom  he  is  to  make  his  purchases,  provided,  however,  that  such  vendors  are 
established  and  reputable. 

2.  With  Customers. 

a.  To  serve  the  best  interest  of  the  public,  the  operators  of 
Business  Enterprise  Units,  and  the  Comnission,  it  is  Commission  policy  that  each 
manager  and  his  employees  provide  prompt,  cheerful,  and  courteous  service  to  all 
customers  and  accommodate  within  reasonable  limits  such  other  persons  who  may 
come  to  the  unit  requesting  change,  information,  or  other  services. 

b.  All  Business  Enterprise  units  are  to  be  operated  on  a  cash 
basis  except  in  unusual  circumstances  warranting  the  extension  of  credit  to  meet 
specific  recurring  customer  needs,  and  then  only  after  prior  approval  by  the 
Business  Enterprise  Coordinator. 

3.  With  Building  Officials. 

a.  The  manager  will  comply  with  all  requests  concerning  the  operation 
of  the  Business  Enterprise  unit  that  may  be  made  by  officials  of  the  building  in 
which  the  Business  Enterprise  unit  is  located  provided  that  such  requests  do  not 
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conflict  with  the  Licensing  Agreement  and  the  Rules  and  Regulations  issued  by 
the  Commission  as  contained  herein.  At  no  time  should  the  manager  expect  the 
building  management  or  their  employees  to  provide  special  services  or  favors. 

b.  When  differences  arise  between  the  manager  and  the  building 
management,  the  manager  shall  bring  the  matter  to  the  immediate  attention  of 
the  Business  Enterprise  Coordinator  for  appropriate  action. 
G.  Equipment.  Fixtures  and  Initial  Stock 

1.  The  Commission  will  provide  each  Business  Enterprise  unit  with 
fixtures  and  equipment  in  such  quantity  and  of  such  quality  so  as  to  give  rea- 
sonable assurance  of  successful  operation  by  the  licensed  operator.  Funds  for 
this  purpose  may  be  made  available  from  federal  and  state  allocations  or  appro- 
priations, including  Set  Aside  Funds. 

a.  The  Commission  shall  retain  the  right,  title,  and  interest  to 
all  Business  Enterprise  unit  equipment  and  leases.   It  shall  have  the  authority 
to  direct,  control,  transfer,  and  dispose  of  such  equipment  when  necessary. 

b.  The  manager  will  make  no  additions  or  reductions  to  the  Business 
Enterprise  unit  and  its  operation  either  in  the  form  of  equipment,  fixtures, 
goods  for  resale,  or  facilities  without  first  obtaining  authorization  from  the 
Business  Enterprise  Coordinator. 

?.  The  Commission  will  maintain  or  cause  to  be  maintained  all  equipment 
in  a  safe  and  satisfactory  working  condition  subject  to  the  following: 

a.  Equipment  repair  expenses  will  be  paid  by  the  Commission  for: 

(1)  The  first  six  months  of  operations  of  new  equipment. 

(2)  The  first  three  months  of  operations  for  equipment 
transferred  from  another  unit. 

b.  Beginning  with  the  first  day  of  the  seventh  month  for  new 
equipment  or  the  first  day  of  the  fourth  month  for  equipment  transferred  from 
another  unit,  managers  will  be  charged  for  authorized  repairs  on  a  $35.00 
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deductible  basis.  Charges  in  excess  of  $35.00  will  be  assumed  by  the  Commission. 
Unauthorized  repairs  are  the  direct  responsibility  of  the  manager. 

c.  Replacement  in  lieu  of  repair  shall  be  a  decision  of  the 
Business  Enterprise  Coordinator. 

d.  It  is  the  manager's  responsibility  to  report  at  the  first 
opportunity  to  the  Commission  any  incident  resulting  in  damage,  breakage,  theft, 
defacement  or  malfunction  of  equipment  or  fixtures  provided  for  his  use. 

e.  The  manager  is  authorized  to  arrange  for  emergency  repairs 
to  avoid  loss  of  perishable  stocks,  or  to  avoid  endangering  life  or  property. 
The  reporting  requirement  of  paragraph  "d"  is  to  be  followed  in  all  cases. 

3.  The  Commission  will  provide  an  initial  stock  for  resale  for  each 
new  unit  as  well  as  a  "change  fund"  in  the  amount  of  $50.00  for  opening  of  each 
Business  Enterprise  Unit.  The  manager  will  maintain  an  inventory  of  stock  and/or 
cash  equal  to  or  exceeding  the  value  of  the  initial  stock  and  "change  fund." 
Merchandise  considered  unsalable  by  the  licensing  agency  shall  not  be  included 

in  the  value  of  any  inventory.  The  manager  will  be  assessed  the  value  of  the 
initial  stock  against  the  net  profit  of  the  unit  upon  his  resignation  from  the 
Business  Enterprise  Unit. 

4.  Contracts  with  Vending  Companies. 

a.  The  Commission  will  negotiate  all  contracts  with  vending 
companies  for  the  installation  or  locating  of  vending  machines  in  or  to  be 
assigned  to  Business  Enterprise  units.  The  manager  will  be  provided  a  list  of 
assigned  vending  machines,  their  locations,  and  applicable  contracts. 

b.  Whenever  practical,  the  vendor  will  be  selected  by  competi- 
tive bid.  Contracts  with  vendors  will  be  for  an  indefinite  period  but  shall 
stipulate  the  type  of  equipment,  periods  of  service,  and  the  percentage  of  com- 
mission to  accrue  to  the  Business  Enterprise  unit. 
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c.  Vendor  payments  for  commissions  will  include  information 
relative  to  sales  (meter  readings  if  available)  and  will  be  made  to  the  Commis- 
sion. The  Commission  will  make  distribution  of  commissions received  to  the 
applicable  unit  and  will  include  information  on  applicable  sales  and/or  meter 
readings . 

H.  Participation.  Duty.  Supervision  and  Transfer  of  Operators: 

1.  The  operator  shall  receive  all  income  derived  from  the  operation 

of  the  Business  Enterprise  Unit  including  assigned  vending  machines  after  deduct- 
ing the  operational  costs  and  charges  mutually  agreed  upon.  Vending  machines 
within  reasonable  proximity  to  and  in  direct  competition  with  the  Business  Enter- 
prise unit  will  be  assigned  to  the  operator  (a  vending  machine  will  be  considered 
to  be  in  reasonable  proximity  to,  and  in  direct  competition  with  the  Business 
Enterprise  unit  if  it  vends  articles  of  a  type  authorized  by  the  applicable 
license  and  is  so  located  that  it  attracts  customers  who  would  otherwise  patron- 
ize the  Business  Enterprise  unit). 

2.  The  Duties  of  the  Manager  shall  be: 

a.  Perform  faithfully  and  to  the  best  of  his  ability  the  necessary 
duties  in  connection  with  the  operation  of  the  Business  Enterprise  Unit  in 
accordance  with  the  Commission's  Rules  and  Regulations,  the  terms  of  the  permits, 
the  agreement,  and  shall  perform  in  the  best  interests  of  the  Business  Enterprise 
Program  as  a  whole. 

b.  Cooperate  with  duly  authorized  representatives  of  the  Commission 
in  connection  with  their  official  responsibilities  under  the  Program. 

c.  Operate  the  unit  in  accord  with  all  applicable  health  laws  and 
regulations. 
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d.  Furnish  such  reports  as  the  Commission  may  from  time  to 
time  require. 

e.  To  make  regular  deposits  in  a  bank  designated  by  the  Com- 
mission or  in  a  bank  mutually  agreed  upon  and  in  the  name  of  such  account  as 
the  Commission  may  stipulate.  Cash  to  be  retained  on  hand  shall  not  exceed 
funds  for  making  change  and  paying  immediate  bills. 

f .  Take  no  action  in  the  derogation  of,  or  inconsistent  with, 
the  paramount  right,  title,  and  interest  of  the  Commission  to  the  Business 
Enterprise  unit,  its  equipment  and  the  lease  or  agreement  with  the  management 
of  the  property. 

g.  Maintain  the  highest  standard  of  personal  appearance, 
grooming,  and  behavior  so  as  to  win  and  retain  the  respect  of  the  clientele  of 
the  Business  Enterprise  unit. 

h.  To  pay  cash  for  all  merchandise. 

i.  To  obtain  and  maintain  in  force,  as  an  expense  to  the  unit, 
applicable  public  liability  and  products  liability  insurance  with  limits  of 
$50,000/$100,000  bodily  injury  and  $5,000  property  damage. 

(1)  Such  insurance  shall  name  the  licensed  manager  and 
the  State  of  Oregon  as  named  insured. 

(2)  To  obtain  a  certificate  and  file  same  with  the  Commis- 
sion indicating  that  such  insurance  is  in  force  and  the  terms  of  the  policy. 

(3)  To  report  to  the  Commission  in  writing,  as  soon  as 
practicable,  the  occurrence  of  any  accident  at  his  unit.  This  requirement  is 
in  addition  to  the  manager's  duty  to  report  any  accident  to  the  insurance 
carrier. 

(4)  To  report  to  the  Commission  any  claim  or  suit  which 
may  be  brought  against  the  manager  as  the  result  of  any  accident  at  his  unit. 
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This  requirement  is  in  addition  to  the  manager's  duty  to  report  such  information 
to  the  insurance  carrier. 

3.  Employment  of  Staff  by  Licensed  Operators. 

a.  The  licensed  operator  shall  employ  a  sufficient  number  of 
employees  to  assure  the  efficient  operation  of  the  stand  and  to  provide  adequate 
service  to  the  public.  His  relationship  to  his  staff  shall  be  the  normal 
employer/employee  relationship  existing  in  private  business  enterprises. 

b.  In  the  employment  of  permanent  and  temporary  employees  the 
licensed  operator  shall  give  preference  to  qualified  legally  blind  individuals. 
Selection  shall  be  made  from  among  persons  certified  by  the  Director  of  Reha- 
bilitative Services  of  the  Commission  as  having  the  potential  ability  to  per- 
form satisfactorily  the  duties  required.  Determination  whether  prospective 
assistant  operators  have  been  certified  by  the  Director  of  Rehabilitative 
Services  is  to  be  made  by  the  Business  Enterprise  Coordinator.  Therefore,  all 
licensed  operators  will  advise  the  Business  Enterprise  Coordinator  before  employing 
permanent  and  temporary  employees. 

c.  In  the  employment  of  a  temporary  relief  operator,  preference  shall 
be  given  to  legally  blind  persons  who  have  been  certified  by  the  Director  of 
Rehabilitative  Services  of  the  Commission  as  provided  above. 

When  no  blind  person  is  available  for  employment,  sighted  help 
may  be  used,  on  a  temporary  basis  in  exceptional  cases,  to  meet  emergencies  and 
for  sick  leave  or  for  vacation  relief. 

4.  Supervision  of  Business  Enterprise  Managers. 

a.  Prior  to  placing  an  applicant  as  a  manager,  he  or  she  will 
satisfactorily  complete  the  training  program  as  established  by  the  Commission's 
Rehabilitative  Services  Program.  This  Program  will  include,  but  not  limited  to 
fundamentals  of  purchasing,  inventory  control,  display  and  arrangement  of 
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merchandise  and  equipment,  pricing,  merchandising  and  public  relations.   Special 
training  will  be  given  in  the  accounting  system  and  record  keeping  connected  with 
the  Business  Enterprise  Program  and  the  making  of  required  reports  to  be  prepared 
by  managers.  The  training  program  has  certain  basic  requirements  but  is  also 
varied  to  meet  the  needs  of  each  individual  applicant.  The  training  is  provided 
at  no  cost  to  the  individual.  The  Commission  may  provide  or  arrange  for 
maintenance  for  the  trainee,  if  such  is  necessary,  to  enable  him  to  undertake 
the  desired  training. 

b.  The  Commission  will  provide  each  operator  with  regular  and 
systematic  assistance  and  in-service  training  in  order  to  assure: 

(1)  Maximum  returns  to  the  licensed  operator. 

(2)  Maximum  service  to  the  clientele. 

(3)  Maintenance  of  a  clean  and  attractive  place  of  business 
and  the  utilization  of  sound  business  practices. 

(4)  Adherence  to  the  Commission's  Rules,  Regulations  and 
Policies  and  building  management  requirements. 

c.  The  Business  Enterprise  Coordinator  shall  be  assisted  by 
Business  Enterprise  Agents  and  such  other  maintenance,  professional  or  clerical 
employees  as  may  be  assigned  from  time  to  time  to  perform  work  connected  with 
the  Program.  All  personnel  will  be  concerned  with  factors  such  as: 

(1)  Selection,  purchase,  display  and  sale  of  merchandise. 

(2)  Customer  relations. 

(3)  Employer-Employee  relationship. 

(4)  Sanitation  of  Business  Enterprise  unit. 


-mi 
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(5)  Accounting,  record  keeping  and  fiscal  affairs. 

5,  Transfers;  If  the  transfer  of  an  operator  from  one  stand  to 
another  becomes  desirable  or  necessary,  a  transfer  will  be  made  only  when  the 
licensing  agency,  the  Business  Enterprises7  Program  and  the  operators  would 
benefit  from  such  transfer.  To  be  taken  into  consideration  will  be  the  op- 
erator's capacity  to  perform  the  duties  of  a  particular  stand,  relationship 
to  the  public  as  a  result  of  the  transfer,  as  it  may  affect  the  particular 
stand,  the  tenure  and  earnings  of  the  operators  involved. 

6.  Retirement:  The  Commission's  policy  relative  to  retirement  of 
Business  Enterprise  Managers  is  "Compulsory  retirement  at  age  65."  However, 
if  there  are  no  qualified  people  to  start  as  managers,  then  a  manager  who  has 
reached  age  65  may  be  retained  in  the  program  but  in  no  case  shall  such  re- 
tention reach  beyond  the  manager's  attainment  of  age  70. 

I.  Benefits  for  Managers;  Each  Business  Enterprise  Unit  manager  is 
eligible  to  participate  in  the  following: 
1.   Insurance: 

a.  The  Commission  will  negotiate  and  make  available  a  group 
public  liability  and  products  liability  insurance  policy.   Participation  in 
this  group  policy  is  on  a  voluntary  basis.  A  manager  declining  to  participate 
in  the  group  policy  signifies  that  he  will  obtain  the  required  public  liability 
and  products  liability  insurance  on  an  individual  basis. 

b.  The  Commission  will  negotiate  and  make  available  a  group 
hospitalization  and  medical  insurance  coverage.  Dependents  of  the  managers  and 
employees  may  participate  in  this  group  coverage  upon  payment  of  the  proper  fee. 
Participation  in  this  coverage  is  voluntary  and  premium  payments  will  be  with- 
held from  profits  or  salary  prior  to  distribution. 

c.  The  Commission  will  negotiate  and  make  available  a  group  in- 
come loss  protection  plan.  This  plan  pays  a  percentage  of  the  income  usually 
derived  from  operation  of  the  unit  when  the  operator  is  unable  to  work  because 
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of  sickness  or  accident.   Participation  in  the  plan  is  voluntary  and  the  premium 
payments  will  be  withheld  from  profits  prior  to  distribution. 

d.  State  Accident  Insurance  Fund.   All  employees  of  each  unit 
are  covered  by  SAIP.   Managers  may  elect  to  be  covered  by  SAIP  upon  payment 
of  the  proper  fee. 

2.  Minimum  Return  to  Operator;  A  minimum  earning  guarantee  is  pro- 
vided each  new  Business  Enterprise  Manager  during  the  period  his  unit  is 
becoming  established.  The  guaranteed  minimum  return  shall  be  equal  to  the  min- 
imum hourly  wage  as  established  by  federal  law  and  computed  on  an  eight  (8) 
hour  day,  times  the  number  of  days  the  unit  was  open  for  business  during  that 
month.  The  length  of  time  during  which  this  guaranteed  minimum  return  to  the 
manager  may  be  continued  shall  not  exceed  six  (6)  months,  unless  extended  by 
the  Business  Enterprise  Coordinator  after  consultation  with  the  Director  of 
the  Rehabilitative  Services  Progrejn.  Any  extension  shall  not  exceed  nine  (9) 
months  and  shall  be  accomplished  in  three  ("})   equal  extensions. 

3.  Vacations  and  Leaves  of  Absence t 

a.  Annual  vacations  should  be  taken  by  managers  in  accord  with 
accepted  business  practices.  Managers  planning  to  take  a  vacation  should 
select  a  substitute  operator,  preferably  a  qualified  blind  person,  to  assume 
responsibility  for  the  operation  of  the  Unit.  Substitute  operators  shall  be 
paid  by  the  manager.  A  list  of  available  substitutes  will  be  provided  by 
Business  Enterprise  personnel.  The  selection  of  the  substitute  operator  is  a 
responsibility  of  the  managers  but  must  be  approved  by  the  Business  Enterprise 
Coordinator,  The  Business  Enterprise  Coordinator  must  be  notified  fourteen 
(l4)  days  in  advance  of  the  period  vacations  are  selected. 

b.  Requests  for  extended  vacation  periods  or  leaves  of  absence 
for  other  purposes  shall  be  presented  to  the  Business  Enterprise  Coordinator. 
These  req\iests  will  be  evaluated  on  their  individual  merits. 
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J.  Operation  of  the  Business  Enterprise  Unit  in  Emergencies  by  the 
Licensing  Agency; 

In  the  event  of  the  inability  of  the  licensed  operator  to  fulfill  his 
responsibilities  for  any  reason,  the  Commission  may  forthwith  assume  the  opera- 
tion of  the  unit.  When  circumstances  warrant  such  action,  the  licensed  operator 
may  be  temporarily  relieved  of  duties  by  the  Business  Enterprise  Coordinator. 
K,  Set  Aside  Fund3t 

1.  The  Commission  will  set  aside,  or  cause  to  be  set  aside  from  the 
proceeds  of  the  operation  of  Business  Enterprise  units,  funds  for  the  purposes 
of: 

a.  Maintenance  and  replacement  of  equipment. 

b.  The  purchase  of  new  equipment. 

c.  Assuring  a  fair  minimum  of  return  to  managers. 

2.  The  Commission  will  reserve  the  right  to  set  aside  funds  for  the 
other  purposes  as  permitted  in  accordance  with  the  provisions  of  "The  Act"  and 
the  Federal  Regulations  issued  pursuant  thereto,  if  at  a  later  date  circumstances 
require  such  additional  set  aside  of  funds  to  serve  the  best  interests  of  the 
Business  Enterprise  Program. 

3.  In  no  case  will  the  funds  set  aside  for  the  specified  purposes 
exceed  the  amount  determined  by  the  Administrator  to  be  reasonable. 

4.  The  charge  for  each  of  the  purposes  cited  will  be  determined  on 
the  basis  of  records  of  expenditures  made  for  each  of  these  purposes  over  a 
reasonable  period  of  time,  with  allowances  for  improving  services,  fluctuations 
in  costs  and  program  expansion.  The  charges  will  be  re-evaluated  periodically 
and  necessary  adjustments  made.  Adequate  records  will  be  maintained  to  support 
the  reasonableness  of  the  charges  for  each  of  the  purposes  cited. 

5.  Extent  of  Funds  to  be  Set  Aside: 

a.  The  schedule  of  funds  to  be  set  aside  may  be  revised  by  the 
Commission  periodically  as  the  accounting  records  and  other  objective  criteria 
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may  indicate  and  as  it  may  be  deemed  advisable  and  in  the  best  interest  of  the 

Business  Enterprise  Program.. 

be   The  Commission  has  established  the  following  schedule  for  the 
amount  of  funds  to  be  set  aside: 

(1)  The  profit  for  set  aside  purposes  shall  be  the  percentage 
of  the  gross  receipts  of  the  unit  which  average  operation  of  comparable  units 
shows  to  be  the  expected  profit.   Specific  units  may  be  granted  a  lower  profit 
percentage  than  average  if  in  the  judgment,  of  the  Business  Entex'prise  personnel 
extenuating  circumstances  warrant  such  decrease.   For  the  purpose  of  estimating 
average  profit  percentage  the  units  will  be  divided  into  the  following  four 
categories : 

i        (a)   Cafeteria  -  hot  lunches  prepared 

(b)  Snack  bar 

(c)  Snack  bar  w/employees  or  sighted  assistant 

(d)  Dry  stand  -  candy  and  tobacco  products 

(2)  Each  unit's  set  aside  fee  will  be  estimated  upon  an  annual 
basis  prior  to  January  1  each  year  and  the  estimated  set  aside  will  be  charged 
against  the  unit  in  eleven  equal  payments  (January  through  November) .   December 
charge  and/or  rebate  will  be  the  amount,  necessary  to  balance  the  true  assess- 
ment. 

a.  Monthly  charges  may  foe  changed  during  the  year  if  it  appears  the 
estimate  is  in  error  by  20%  or  more. 

b.  New  units  will  be  evaluated  quarterly  after  original  estimate 
prior  to  opening. 

3.   Assessments  will  be  calculated  upon  the  following  basis: 
First  $4,800  of  expected  profit  -  2% 

$4,801  -  $6,000  of  expected  profit  -  5%  of  amount  over  $4,800  plus  $96.00 
$6,001  -  $7,200  of  expected  profit  -  10%  of  amount  over  $6,000  plus  $156.00 
$7,201  -  $8,400  of  expected  profit  -  15%  of  amount  over  $7,200  plus  $276.00 
$8,401  and  over  of  expected  profit  -  20%  of  amount  over  $8,400  plus  $456.00 
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L.  Compliance  with  Laws  and  Regulations  of  Other  Governmental  Agencies: 

1.  All  licensed  operators  shall  be  responsible  for  acquainting  them- 
selves with,  and  conforming  to  all  laws,  ordinances,  and  governmental  rules  and 
regulations  pertinent  to  the  conduct  and  operation  of  a  Business  Enterprise  Unit. 

2.  It  shall  be  the  responsibility  of  the  manager  to  apply  to  the 
appropriate  authority  in  connection  with  the  securing  of  any  required  licenses, 
permits,  or  other  authorizations. 

3.  While  every  assistance  will  be  given  the  manager  by  the  Commission, 
it  shall  be  the  responsibility  of  the  manager  to  familiarize  himself  with  the 

laws  and  ordinances  relative  to  the  operation  of  the  unit  and  to  file  any  neces- 

i 

sary  tax  returns  or  other  reports. 

M.  Compliance  with  the  Civil  Rights  Act  of  1964 

This  program  will  operate  in  compliance  with  Section  80.4  (b)  of  the 
regulations  of  the  Department  of  Health,  Education  and  Welfare  (45  C.P.R. ,  Part 
80  effectuating  Title  VI  of  the  Civil  Rights  Act  of  1964). 
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AGREEMENT 

THIS  AGREEMENT,  entered  into  this  day  of  ,  19  , 


by  and  between  the  Commission  for  the  Blind,  hereinafter  referred  to  as  the 

Commission.  Party  of  the  First  Part,  and  _______________________________ ________ 


of  ,  hereinafter  referred  to  as  Manager, 

Party  of  the  Second  Part. 

WITNESSETH:  Whereas,  the  Commission  is  the  licensing  agency  in  the 
State  of  Oregon,  designated  by  the  Federal  Department  of  Health,  Education,  and 
Welfare  to  issue  licenses  to  blind  persons  for  the  operation  of  Business  Enter- 
prise Units  on  Federal  or  other  property  under  Public  Law  565  >  a^d 

WHEREAS,  it  is  the  desire  of  the  Commission  to  have  the  Manager  conduct 
said  Business  Enterprise  Unit,  and  the  Manager  desires  to  conduct  the  same, 

IT  IS  HEREBY  MUTUALLY  AGREED: 

Article  I.  The  Commission  agrees  to  grant  to  the  Manager  a  license  for 
an  indefinite  period  to  conduct  a  Business  Enterprise  Unit  in  


upon  the  understanding  and 


agreement  that  such  license  is,  and  shall  remain,  personal  only  to  the  Manager 
named  in  this  Agreement.  License  must  be  kept  on  display  at  the  Business  Enter- 
prise Unit  at  all  times. 

Article  II.   The  merchandise  or  goods  to  be  kept  in  stock  and  sold  from 
the  Business  Enterprise  Unit  described  herein  shall  be  restricted  to  the  articles 
approved  by  the  Business  Enterprise  Coordinator. 

Article  III.   The  Manager  further  agrees : 

(a)  Not  to  take  cash  or  merchandise  out  of  the  Business  Enterprise 
Unit  for  his  own  use  except  that  any  merchandise  so  taken  shall  be  paid  for,  or 
such  cash  or  merchandise  is  to  be  charged  against  the  Manager's  drawing  account. 

(b)  Not  to  contract  for,  purchase  or  construct  any  equipment  or  fix- 
tures to  be  used  in  the  Business  Enterprise  Unit  without  consent  of  the  Business 
Enternrise  Coordinator. 
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(c)  To  make  no  sale  or  effort  to  sell  or  otherwise  dispose  of  the 
license  to  conduct  the  Business  Enterprise  Unit,  and,  in  the  event  of  withdrawal 
from  the  Business  Enterprise  Unit  for  any  reason,  to  leave  all  the  Business 
Enterprise  Unit  equipment,  cash,  and  stock  to  the  disposal  of  the  Commission,  in 
which  event  a  final  settlement  shall  thereupon  be  made  between  the  Commission  and 
the  Manager. 

(d)  To  devote  his  full  time  and  attention  to  said  Business  Enterprise 
Unit  during  the  hours  of  operation,  to  persevere  in  the  undertaking  and  to  apply 
his  best  energies  to  the  management  of  the  unit. 

(e)  To  refer  all  questions  relating  to  policy  to  the  Commission  to 
abide  by  its  decisions  in  such  matters. 

(f)  At  his  expense,  to  secure  and  maintain  in  force  during  the  con- 
tinuance of  this  Agreement,  general  public  and  products  liability  insurance  in 
amounts  equal  to  or  greater  than  those  limits  set  by  the  Commission  and  to  furnish 
to  the  Commission,  at  such  times  as  required,  proof  of  such  insurance. 

Article  IV.  The  Manager  agrees  and  acknowledges  that  he  has  received  a 
copy  of  the  Rules  and  Regulations  governing  the  Business  Enterprise  Program  of 
the  State  of  Oregon  as  issued  by  the  Commission  and  that  this  document  has  been 
read  and  explained  to  him. 

Article  V.  This  Agreement  shall  be  subject  to  all  the  Policies,  Rules, 
and  Regulations  of  the  Commission,  and  the  terms  and  conditions  of  the  permit 
governing  use  of  the  space  occupied  by  the  Business  Enterprise  Unit. 

Article  VI.  The  Commission  will  furnish  to  the  Manager  an  inventory 
statement  showing  the  financial  conditions  of  the  Business  Enterprise  Unit  at  the 
time  the  Manager  takes  charge.  An  inventory  may  also  be  taken  periodically  by 
the  Commission  and  an  adjusted  settlement  made  at  such  times  as  the  Commission 
sees  fit  or  at  the  request  of  the  Manager. 
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Article  VII.  The  Manager  will  permit  access  to  the  Business  Enterprise 
Unit  to  authorized  representatives  of  the  Commission.   In  the  event  the 
Business  Enterprise  Unit  is  located  in  a  restricted  area,  proper  security 
clearance  shall  be  a  prerequisite  for  authorization. 

Article  VIII.  The  Manager  further  agrees  to  enter  the  premises  in  which 
the  Business  Enterprise  Unit  is  located  at  his  own  risk  and  to  assume  all  risk 
of  injury  which  he  may  sustain  while  in  the  occupation  of  the  premises  or  while 
in  or  about  the  same. 


Administrator  Manager 


MANAGEMENT 

Sales  volume  la  the  barometer  of  every  business.  If  sales 
fall  it  Is  usually  due  to  one  or  more  of  the  following  reasons: 

1.  Prices  are  out  of  line  with  competition  or  clientele. 

2.  Menus  are  monotonous. 

3.  Pood  is  of  poor  quality  or  quantity. 
2l#  Service  is  faulty  or  slow. 

5>.   Unsanitary  condition  of  unit. 

6.   "Crying"  to  customers  about  your  business. 

Constantly  watch  your  prices,  menus  and  food  quality.   Be 
extremely  careful  not  to  become  too  complacent  or  in  a  rut  about 
any  of  these  aspects  of  your  business.   Often  when  you  are  in  the 
same  location  over  an  extended  period  you  become  "too  close  to 
the  trees  to  be  able  to  see  the  forest." 

Slow  service,  dirty  equipment  or  tables  will  chase  out  your 
customers  faster  than  any  other  act  you  can  perform.  Care  in 
sanitation  is  money  in  your  pocket. 

Your  customer  could  not  care  less  about  your  financial  condition 
or  the  profit  your  unit  is  not  making.   He  comes  in  for  a  friendly 
cup  of  coffee  and  does  not  wish  to  listen  to  your  troubles  -  so 
Smilel 


-26- 


.Ji 


PERSONAL  HYGIENE 

1.  Wear  fresh,  clean,  well  fitting  comfortable  and 
appropriate  clothing, 

2.  Shoes  should  be  well  fitting  and  comfortable. 

3.  Hair  control  is  mandatory  in  food  handling.   Long  hair 
must  be  covered  by  hair  nets  or  head  band  regardless  of  sex. 

i|.  *White  jackets  are  recommended  for  men.   Pastel  uniforms 
are  suitable  for  ladies. 

5>.   Guard  against  -  running  fingers  through  hair 

scratching 

rubbing  or  picking  the  nose 
rubbing  the  eyes 
hands  around  the  mouth 
smoking  in  food  area. 
Operators  and  employees  should  look  sharp  and  neat  as  personal 
appearance  is  a  sign  of  pergonal  habits. 

A  clean,  neat  appearing  operator  is  a  good  advertisement  for 
any  business. 

Good  habits  are  essential  and  ensy  to  practice. 
Remember,  customers  observe  your  personal  habits  and  actions 
at  all  times. 
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SAFETY 

1.  Keep  floors  clean  and  dry. 

2.  Walk,  don" t  run. 

3.  Keep  floors  in  good  repair. 

4*  Repair  sharp  or  jagged  edges  on  walls  and  equipment. 

5.  Never  stand  on  chairs  or  equipment;  use  safe  ladders. 

6.  Locate  heavier  and  bulkier  materials  on  lower  shelves. 

7.  Keep  aisle  ways  free  of  obstructions. 

8.  Use  dry  cloths,  mitts,  etc.,  for  handling  hot  utensils. 

9.  Close  all  doors  and  drawers  immediately  after  use. 

10.  Return  working  utensils  to  their  proper  place  immediately 
after  use. 

11.  Avoid  having  water  near  hot  grease. 

12.  Remove  broken  glass  particles  with  a  broom;  do  not  pick  up 
by  hand. 

13»  Unplug  all  electrical  appliances  before  cleaning. 

14»  Keep  knives  sharp.   Pay  attention  while  using  sharp  utensils 

and  learn  to  cut  properly. 

15.  Handle  glassware  properly;  inspect  for  chips,  cracks,  etc. 

16.  Never  carry  excessive  quantities  of  plates,  cups,  glasses,  etc. 

17.  Avoid  overloading  bus  boxes  and  never  stack  them  when  full. 

18.  Keep  fire  extinguishers  readily  available. 
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HOUSEKEEPING 

Store  Eating  Utensils  Properly 

1.  Easily  cleanable  surfaces;  no  paper  coverings, 

2.  Shelves  at  least  six  inches  from  the  floor. 

3.  Silver  stored  so  it  is  removed  by  the  handles. 

4.  Cups  and  glasses  inverted. 

5.  Storage  away  from  heavy  traffic,  splash  from  sinks,  etc. 

Use  Good  Kitchen  Utensils  and  Store  Properly 

1.  Must  be  of  smooth,  easily  cleanable  construction. 

2.  Never  use  empty  tin  cans  as  utensils. 

3.  Must  fit  in  sink  for  washing. 

4.  Wash  promptly  and  carefully. 

5.  Store  away  from  dust  and  dirt. 

Clean  Equipment  Regularly  and  Thoroughly 

1.  Take  equipment  apart  for  cleaning  if  necessary. 

2.  Disconnect  electrical  equipment  before  cleaning. 

3.  Clean  all  working  surfaces  before  placing  food  on  them. 

4.  Do  not  set  anything  from  the  floor  onto  a  working  surface. 

Good  Planning  and  Layout  make  Good  Housekeeping  Easier 

1.  Arrange  flow  of  food  in  a  continuous  line  from  the 
receiving  platform  to  the  customer. 

2.  Plan  so  that  food  service  does  not  cross  paths  of  dirty 
dish  removal. 

3.  Place  pipes,  drains  and  wires  so  they  do  not  interfere 
with  floor  and  wall  cleaning. 

Keep  Floors  Clean 

\  1.   Clean  floors  regularly  and  often;  keep  drains  clean. 
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2.  Wipe  up  spills  immediately. 

2»  Scrub  only  a  small  area  at  a  time. 

4.  Sweep  often  between  scrubbings;  use  a  dustfree  method. 

5.  Provide  ample,  easily  cleaned  waste  containers.  Empty 
often. 

6.  Keep  soap  containers  filled  and  operating. 

7.  Keep  fixtures  clean  and  free  from  stains. 

A  regular  schedule  for  cleaning  is  a  "Must".  Write  it  out  and  post 
it. 

GOOD  HOUSEKEEPING  IS  GOOD  BUSINESS.   GOOD  HOUSEKEEPING  PREVENTS 
ACCIDENTS. 
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DISHWASHING 

BY  MACHINE 

1.  Pill  machine,  add  detergent,  turn  on  the  heat.   Keep 
wash  temperature  160°  P.  -  170°  P. 

2.  Sort,  scrape  and  pre-rinse  the  dishes. 

3.  Rack  dishes  so  water  reaches  every  surface. 
If.   Run  machine  $0  to  60  seconds  or  a  full  cycle. 

5.  Rinse  at  180°  F.for  10  to  15  seconds  or  a  full  cycle. 

6.  Air  dry  dishes  and  glasses.   Inspect  and  set  aside  any 
not  clean. 

7.  Take  machine  apart  and  clean  thoroughly  each  day. 
BY  HAND 

1.  Prepare  equipment: 

a.  Sink  (threo  compartments)  wash,  rinse,  sanitize. 

b.  Sanitizer:   Use  enough  but  too  much  will  leave  a  taste 
on  the  dishes. 

c.  Scraper. 

d.  Drying  area 

e.  Hot  water:   change  frequently  all  compartments. 

f.  Detergent 

2.  Prewash  or  wet-scrape  dishes. 

3.  Wash  in  hot  water  with  a  good  detergent. 
1+.   Rinse  in  clean,  hot  water. 

5.  Sanitize:   either  submerge  in  water  180°  P.  for  30  seconds 
or  use  a  chemical  as  directed. 

6.  Air  dry  the  dishes,  inspect  and  store  in  a  clean,  protected 
place. 
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PREVENTION  OF  FOOD  POISONING 

To  prevent   bacterial    food   poisoning  and   infection 

1.  Keep  harmful   bacteria  away  from  food  as  much  as   possible. 

2.  Keep  bacteria   from  growing   if   they   do   get    into    the  food. 

3.  Watch   time  and    temperature  as  well   as   cleanliness. 
Time 

1.      Don't    let   food   ready    to   serve    stand    longer   than    one   hour 
at  room   temperature. 
Temperature 

1.  Keep   cold   food?   refrigerated   at    40°  F.    or   laver  until 
they  are    served. 

2.  Keep  hot   foods    hot,   above    140°   F.    until    they   are   served. 
WATCH   THE  FOLLOWING  FOODS    BECAUSE    RACTFRIA    GROW    RAPIDLY    IN   THEM 

1.  Cream   filled   or   custard    filled   pastries,    cakes   and  puddings. 

2.  Any  dish  made   with   cream   sauce. 

3.  Meats,    poultry  and    fish. 

4.  Dressing  for   poultry   or  Treat. 

5.  Sandwiches   and   sandwich    filling. 
To   preven t    chemica 1    foo d    poisoning 

I*      Be   sure   all    poisons   are    eleariv    labeled. 

2.  Never   store    poisons    in   food   preparation  areas. 

3.  Don't   use    insect    sprays    over   or   near   food. 

4.  Don't  keep  any  acid   food   or   drink   in  a    galvanized   container. 
Safe   storage  methods 

1.  Clean   storage    rooms  which   should   not   be   used   for  other 

purposes. 

2.  Food  should  be  stored  at  least  six  inches  above  the  floor. 

3.  Clean,  neat  refrigerator. 
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insect  and  pest  control 

How  can  we  control  rats  and  mice? 

1.  Eliminate  nesting  places 

a.   Clean  up  all  piles  of  rubbish,  inside  and  outside 
the  premises, 

2.  Eliminate  hiding  places 

a.   Block  all  possible  rat  entrances. 

3.  Don't  feed  rodents 

a.  Protect  food  at  night. 

b.  Keep  garbage  containers  closed. 

c.  Do  a  thorough  cleanup  job. 

4.  Kill  the  rodents 

a.  Use  traps  for  temporary  control o 
How  can  we  control  flies? 

_....__.     i  ii       — '-  — 

1.  Eliminate   breeding   places 
a.      Control    the    source. 

2.  Keep  rodents   out    of  your   location 

a.  Screen   doors  and  windows   properly. 

b.  See    that    all    doors   open   out  and  are    self-closing. 

c.  Install    overhead    fly  fans   or  air  curtains. 

3.  Do  a    thorough    jot   of   housekeeping 

a.  Keep  foods   covered. 

b.  Keep  garbage   containers   sealed. 

c.  Remove   food  accumulations   promptly. 

4.  Kill  rodents 

a.  Use  a   pyrethrin   insect  spray   inside    the  buildings. 

b.  CAUTION:      Don't  use    sprays  with  any  food   or   food 
surfaces  exposed   in   the  room. 
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How  can  we  control  cockroaches  and  other  insects? 

1.  Be  alert  to  the  first  signs  of  infestation, 
a.   Destroy  infested  foods. 

2.  Do  a  thorough  job  of  housekeeping  and  storage. 

3.  Use  proper  insecticides  and  use  them  carefully. 

4.  Contact  your  local  health  department  if  you  have  further 
insect  problems. 
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COFFEE  MAKING 

1.  Keep  your  equipment  clean, 

2.  Use  proper  amount  of  coffee. 

3.  Do  not  let  coffee  stand  too  long. 
Reasons  for  Customer  Complaint  on  Coffee 

1.  Dirty  equipment 

a.  Urn  jackets  not  properly  cleaned  and  rinsed. 

b.  Cory  spiders  and  filters  not  cleaned. 

2.  Water  below  200°  F.  for  making  coffee. 

3.  Incorrect  amount  of  coffee 

4.  Coffee  standing  too  long. 

5.  Stale  coffee. 

Coffee    is  your   best   profit    item. 

TAKE   CARE  OF   IT  AND   IT  KILL   TAKE  CARE   OF  YOUi 
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COPPSK  COSTS  PER  CUP 


Coat 

Per 

Pound 


2\   Gals .  to  Pound 
7  oz.  Cup     5%  02.  Cup 
(50  Cups)      (63  Cups) 


3  Gals .  to  Pound 
7  02.  Cup    5%  oz.  Cup 
(60  Cups)     (77  Cups) 


.80 

.82 

.84 

.86 

.88 

.90 

.92 

.94 

.96 

.98 

1. 00 

1.02 

1.04 

1.06 

1.08 

1.10 

1.12 

1.14 

1.16 

1.18 

1.20 


0160 
0164 
0168 
0172 
0176 
0180 
0184 
0188 
0192 
0196 
0200 
0204 
0208 
0212 
0216 
0220 
0224 
0228 
0232 
0236 
0240 


.0127 
.0130 
.0133 
.0137 

.0140 
.0143 
.0146 
.0149 
.0152 

0156 
.0159 

0162 
.0165 
.  0 1  68 
.0171 
.0175 
.0178 
.0181 
.0186 
.0187 
.0190 


0133 

.0104 

0137 

.0106 

0140 

.0109 

0143 

.0112 

0167 

.0114 

0150 

.0117 

0153 

.0119 

0157 

.0122 

0160 

0125 

0163 

.0127 

0167 

0130 

0170 

.0132 

0173 

.0135 

0177 

.0138 

0180 

.0140 

0183 

.0143 

0187 

.0145 

0190 

.0148 

0193 

.0151 

0197 

.0153 

0200 

.0156 
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CASHIERING 


Remember: 


1.  Courtesy 

2.  Cleanl iness 

3.  Cheerfulness 
Change  Making  Procedure 

I*   Call  amount  of  sale  and  amount  of  money  received  from 
customer. 

II.   Place  bills  received  from  customer  on  slab. 
III.   Ring  up  amount  of  sale.- 
IV.   Count  out  chanqc  to  yourself  silently. 

V.   Count  change  to  customer. 
VI.   Thank  the  customer. 
Caution: 

1.  Do  not  hurry  or  rush. 

2.  Do  not  "shortcut"  or  change  amounts  in  middle 
of  transaction. 

3.  If  interrupted  or  confused  start  over  with 
step  I. 
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MERCHANDISING 

1.  All  displays  should  have  "Eye  Appeal".  They  should 
stimulate  the  customer  to  buy  your  products.  They  should  be 
arranged  neatly  on  a  clean  attractive  display  rack  or  shelf. 

2.  Keep  a  fresh  stock  and  provide  a  good  assortment  for  the 
customer.   Arrange  your  displays  so  that  all  items  are  easily  visible. 
People  do  not  buy  what  they  cannot  see  and  they  do  "impulse"  buy 

that  which  looks  attractive. 

3»   Match  the  dish  to  the  serving.   Too  large  a  dish  makes 
the  serving  appear  small  while  too  small  a  plate  encourages 
sloppiness  and  spillage. 

Ij..   Keep  all  china  free  from  cracks  or  ohips. 

5.   Attractive  menu  boards  or  clever  signs  draw  attention 
and  sell  merchandise.   Make  sure  all  signs  are  neat  and  clean 
and  changed  often. 

Your  merchandise  should  sell  if  it  meets  the  following 
criteria: 

1.  Is  useful  or  needed. 

2.  Has  quality. 

3.  Priced  right. 

Ij..   Displayed  in  pleasant  surroundings. 
5.   Courteous  service  is  provided. 
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PURCHASING 


Your  beat  buy  is  not  always  the  lowest  price  or  the  greatest 
quantity  for  the  money,  rather  it  is  the  "yield"  or  quantity  of 
cooked  edible  food  from  a  given  amount  of  raw  food  purchased. 
For  that  reason  follow  these  four  steps: 

1.  Buy  food  items  in  quantities  that  best  suit  your  operation. 

2.  Keep  a  record  on  quality,  quantity  and  price. 

3.  Buy  to  meet  your  specifications  at  the  lowest  possible 
price. 

I4..   Check  delivered  items  to  sea  that  you  received  the  quantity 
and  quality  you  ordered. 

Listen  to  your  salesman  for  new  ideas  in  merchandise  and 
market  trends  (i.e.,  proposed  price  raises,  special  sales,  closeouts, 
etc.).   Do  not  keep  salesmen  waiting  any  more  than  absolutely 
necessary.   Time  is  their  expensive  commodity   they  cannot  waste 
waiting  for  you  to  wipe  a  counter  or  drink  your  coffee. 
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POOD  COST 

The  essential  steps  in  controlling  food  cost  are: 

1.  Standard  portion  to  be  served. 

2.  Determining  exact  cost  per  serving. 

3.  Establish  menu  price  according  to  cost. 

Most  food  service  units  should  strive  for  a  1^0  percent  food 
cost.   To  determine  selling  price  for  a  I4.O  percent  food  cost 
establish  your  cost  per  serving  and  multiply  by  2  1/2  (example: 
serving  costs  36^  times  2  1/2  =  90^),  Remember  to  figure  in  all 
costs  of  the  serving  including  napkins,  sugar,  salt,  etc.   Do 
not  include  cost  of  labor,  sil/er,  dishes  or  other  expenses 
incidental  to  preparation. 

To  compute  the  advantage  of  ready  to  eat  foods  against 
prepared  from  scratch  figure  the  labor  saving  time  only  if  the 
assistant  may  be  doing  something  else  or  you  might  save  an  hour 
or  two  of  employees'  wages  each  day. 
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ACCOUNTING  PROCEDURES  AND  FORMS 

The  Commission  for  the  Blind  (hereafter  referred  to  as 
"office") is  the  accounting  office  for  all  Business  Enterprise  units. 
There  is  no  direct  charge  to  a  unit  for  this  accounting  service  as 
it  is  one  of  the  many  benefits  for  managers  and  paid  from  a  portion 
of  the  set-aside  funds. 

Monthly  reports  are  required  from  all  operations.   Convenient 
forms  are  provided  for  this  purpose.   (See  Appendix  A.)   A  brief 
explanation  of  all  items  and  entries  on  the  monthly  report  sheet 
is  as  follows: 
Monthly  Report  Form: 

1.  Stand  location: 

This  space  is  the  name  of  the  building  or  firm  in  which 
your  Business  Enterprise  Unit  is  located. 

2.  Unit  No. 

This  space  is  for  the  Business  Enterprise  Unit  No.   The 
Business  Enterprise  Unit  No.  is  a  must,  on  ell  forms  8nd  correspondence 
concerning  your  unit. 

3.  Operator: 

Place  your  name  ir;  this  space. 
[}..   For  the  month  of: 

Place  the  month  and  year  which  this  report  will  cover. 
5.   Cash  on  hand  at  the  beginning  of  the  month: 

For  the  first  month  of  operation,  this  is  the  amount  of 
cash  with  which  you  were  started.   After  the  first  month  of  operation 
this  would  be  the  ending  cash  on  hand  for  the  last  day  of  business 
for  the  previous  month. 
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6.  Day  of  the  Month: 

This  column  is  the  detes  of  those  days  for  which  you  were 
open  for  business.  Do  not  list  every  day  of  the  month. 

7.  Purchases: 

These  are  only  those  items  you  buy  which  are  resalable 
food  products,  or  items  consumed  by  the  customer  in  a  sale  (example 
napkins,  paper  plates,  toothpicks,  etc.) 

8.  Expenses : 

Expenses  are  those  items  which  are  not  resalable,  such  as 
silver,  cups,  plates,  soap,  laundry,  salt  and  pepper  shakers,  repairs 
to  equipment.   Any  cash  outlay  that  is  not  s  "purchase"  would  be 
entered  in  this  column. 

9 .  Draw : 

You  may  take  a  draw  from  the  unit  only  with  prior  approval 
of  the  Business  Enterprise  Coordinator  and  Agent. 

10.  Deposits : 

Deposits  are  the  moneys  which  you  deposit  in  the  bank, 
to  the  Business  Enterprise  account.   All  moneys  are  to  be  deposited 
in  this  account,  keeping  only  that  cash  on  hand  needed  for  making 
change  and  paying  bills. 

11.  Cash  on  hand  at  end  of  day: 

This  is  all  the  money  (checks,  coin  and  currency)  that 
you  have  on  hand  at  the  end  of  busir-33  that  lay.   This  does 
not  include  deposits. 

12.  Total  Sales: 

Thin  is  the  amount  of  money  than  you  took  in  daring  the 
day.   You  compute  this  amount  u>y   adding  "tens  7,  8,  9,  10,  and  11 
and  subtracting  the  starting  cash  or  cash  on  hsnd  (item  11)  the 
previous  day. 
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A  majority  of  the  units  employ  sighted  assistants  in  the 
operation  of  their  units.   Time  report  forms  are  provided  for  your 
convenience  in  reporting  to  the  office  the  employee^  work  time 
and  amount  of  labor  due.   Time  reports  are  submitted  semi-monthly  on 
the  15th  and  the  last  day  of  each  month.   The  payroll  is  prepared 
in  the  office  and  checks  mailed  to  you  for  distribution  to  your 
employees  on  the  5th  and  20th  of  each  month.   The  office  will  arrange 
for  Employer  account  numbers  for  each  operator  with  Internal  Revenue 
Service,  State  Tax  Commission,  State  Compensation  and  Department  of 
Employment.   The  office  also  maintains  all  necessary  payroll  records 
and  makes  quarterly  reports  and  remittances  of  payroll  taxes  to  the 
proper  agency. 

A  time  report  (Appendix  B)  has  been  made  out  for  a  sample. 
Employee  Time  Report: 

1.  Business  Enterprise  Unit  No. : 

Put  your  Business  Enterprise  Unit  number  here.   This  will 
let  the  bookkeeper  know  whose  account  to  charge  the  wages  to. 

2.  Name: 

Place  your  employee's  name  here  as  they  wish  to  have  it 
appear  on  their  check. 

3.  Social  Security  Number: 

Put  your  employee* s  Social  Security  number  in  this  space. 
Thi9  assures  that  their  Social  Security  gets  credited  to  the  right 
account. 

1|.   Address: 

Employee1 s  address  in  this  space  -  Street  number,  city 
and  state. 
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5>.   Number  of  Exemptions  Claimed: 

Place  the  number  of  exemptions  claimed  by  employee  on  the 
W-Jj.  federal  form  which  you  had  them  fill  out  the  first  day  on  the 
job. 

6.  Rate  Per  Hour,  or  Day: 

Specify  how  much  an  hour  or  a  day,  you  are  paying  the 
employee, 

7.  Overtime: 

All  over  3  hours  a  day,  and  all  time  over  1+0  hours  per 
week  is  overtime.   That  is  time  and  one-half  per  hour. 

8.  Month  of: 

Place  the  month  and  year  this  time  sheet  is  for. 

9.  Date: 

These  numbers  are  the  days  of  the  month, 

10.  Straight: 

Place  the  number  of  hours  worked  for  the  day,  up  to  and 
including  8  hours  in  the  box. 

11.  Overtime: 

Place  only  that  time  over  8  hours  a  day  in  this  box  to  be 
compensated  at  time  and  one-half  regular  pay. 

12.  Total  Straight  Time: 

Add  the  straight  tine  hours  listed  in  the  boxes  and  place 
the  total  number  of  hours  worked  in  this  space. 

13.  Total  Overtime: 

Add  the  overtime  hours  in  the  boxes  and  enter  the  total 
number  of  hours  overtime  in  this  space, 
li;.   Total  days: 

This  space  is  for  the  total  number  of  days  worked. 
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15.  Uniform  Allowance: 

This  first  space  is  for  the  number  of  days  worked  and 
the  second  space  is  for  the  amount  of  money  which  you  might  allow 
per  day  for  uniform  cleaning,  etc. 

16.  Reported  By: 

You  must  sign  or  initial  this  space.   This  authorizes  the 
accounting  department  to  pay  the  employee  for  the  time  worked  and 
to  charge  this  amount  to  the  operation  of  your  unit. 

At  the  close  of  business  on  the  last  day  of  each  month  mail 
your  monthly  report  and  copies  of  all  invoices  to  the  office.   The 
office  will  check  all  invoices  and  reports,  compute  your  net  income 
for  the  period  covered,  deduct  any  voluntary  contributions,  group 
jblans,  draws,  etc.,  and  mall  you  a  check  accompanied  by  an  income 
statement  (Appendix  C). 
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PROFIT  AND  LOSS  SHEET 

1.  Business  Enterprise  Program  Unit  No. 
Entered  here  you  will  find  your  unit  number. 

2.  Manager: 

Your  name  will  be  entered  in  this  line. 

3.  Period  covered: 

This  is  the  month  and  year,  for  which  the  profit  and  loss 
sheet  is  figured. 
1|.   Sales: 

This  is  the  total  sales  for  the  month.   This  figure  is 
found  by  adding  the  Total  Sales  Column  #12  on  your  monthly  report  sheet. 

5.  Cost  of  Sales  : 

Here  we  are  going  to  find  the  cost  of  your  total  monthly 
sales.   First  the  column  marked  Purchases  //7  from  your  monthly  report 
sheet  is  added.   This  figure  is  placed  at  #7  on  your  Profit  and  Loss 
sheet.   Now  the  rebate  £8  is  subtracted  from  #7.   This  figure  is 
then  added  to  your  Beginning  Inventory  to  find  the  total  merchandise 
for  sale  for  the  month.   Your  Ending  Inventory  #10  is  now  subtracted 
from  #9  Merchandise  Available,  to  find  #11  Cost  of  Sales  for  the 
month. 

The  beginning  and  ending  inventory  will  be  the  same  unless  an 
actual  inventory  is  taken  during  the  month  by  Business  Enterprise 
personnel. 

6.  Beginning  Inventory: 

This  is  the  inventory  with  which  you  start  your  operation. 
The  inventory  belongs  to  the  State  of  Oregon.   The  amount  of  your 
inventory  (in  dollars  and  cents)  will  remain  the  same  until  an  actual 
inventory  is  taken  by  Business  Enterprise  personnel. 


7.  Purchases: 

Purchases  are  the  food  stuffs  that  you  buy  during  the  month. 
The  figure  found  in  this  space  is  found  by  adding  the  Purchases 
Column  #7  on  your  monthly  report  sheet. 

8.  Rebates: 

Rebates  are  money  returned  to  the  Accounting  Department  by 
any  firm  giving  a  discount  for  volume  of  product  purchased  by  all 
Business  Enterprise  units  together.   The  total  amount  of  rebate  is 
then  broken  down  for  each  unit,  depending  on  how  much  you  bought 
from  the  firm  during  the  month. 

9.  Merchandise  Available: 

Merchandise  available  is  the  total  purchases  and  beginning 
inventory  for  the  month  added  together. 

10.  Ending  Inventory: 
See  #5. 

11.  Cost  of  Sales: 

Cost  of  sales  i3  found  by  subtracting  Ending  Inventory  from 
Merchandise  Available. 

12.  Gross  Profit  from  Sales: 

This  is  the  profit  before  any  operating  expenses  are  taken 
out. 

13.  Operating  Expenses: 

The  operating  expenses  are  listed  below.   They  will  be 
added  together  and  subtracted  from  gross  sales, 
llj..  Wages: 

This  is  the  money  paid  out  to  employees  working  for  you. 
1^.   Rent: 

A  few  of  our  Business  Enterprise  units  have  to  pay  rent. 
This  is  one  of  the  demands  by  the  Building  personnel  when  the  unit 
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is  bargained  for. 

16.  Set-aside  Funds: 

You  will  find  in  your  operators  handbook,  a  percent  rate 
schedule,  determining  how  much  set-aside  you  will  pay.   The  set- 
aside  money  can  only  be  used  for  Replacement  of  Eauipment,  Repair 
of  Equipment,  Management  Services  (bookkeeping),  and  guaranteed 
income  to  new  operators  the  first  six  months  of  operation.   See 
Set-aside,  Operators  Handbook. 

17.  State  Compensation  Taxes: 

This  tax  is  paid  to  the  State  Accident  Insurance  Fund, 
which  is  used  to  pay  a  monthly  income  to  employees  who  are  hurt  on 
the  Job.   The  amount  of  income  is  determined  by  a  percent  of  their 
actual  monthly  income. 

18.  F.T.O.A.  Taxes: 

F.T.C.A.  is  Social  Security  for  your  employees  of  which 
the  employer  pays  one-half  of  the  premium.   The  other  half  comes 
from  the  employees'  earnings. 

19.  State  Unemployment  Taxes: 

Unemployment  taxes  are  paid  to  the  State  Employment  Office, 
which  is  then  paid  out  to  unemployed  persons  on  a  weekly  basis. 

20.  Tri-Met  Taxes: 

Tri-Met  taxes  are  collected  from  employers  only  in  Portland 
Metropolitan  area.   The  tax  is  based  on  a  percent  of  their  payroll. 

21.  Liability  Insurance: 

Insurance  covering  your  Business  Enterprise  Unit  is  the 
responsibility  of  the  operator.   Th«  monthly  premiums  will  be  with- 
held from  your  net  prof  It  3. 

See  Operators  Handbook  for  required  amounts  of   coverage. 
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22.  General  Expenses: 

This  Is  the  total  of  the  column  marked  Expenses  (#8  monthly 
report  sheet).   These  expenses  will  be  listed  beside,  a.  Cash.   Under 
b.   Charges  will  be  listed  the  expenses  paid  for  by  the  Commission 
in  your  name.   These  will  also  be  deducted  from  your  profits. 

23.  Total  Operating  Expense: 

This  is  the  total  of  items  #13  through  #21, 
214..   Net  Income  from  Operation: 

Net  income  is  found  by  subtracting  total  ooerating  expenses 
from  Gross  Profit  from  Sales, 
a.   Subsidies: 

A  few  operations  are  subsidized  by  the  comnany  that 
the  Business  Enterprise  Unit  is  serving.   This  is  usually  to  have 
cheaper  prices  for  their  employees,  such  as  Si   coffee.   Guaranteed 
income  for  new  units  will  be  added  in  here  also. 

25.  Net  Income: 

Your  adjusted  Net  Income  will  appear  here.   If  no  subsidies 
are  involved,  this  amount  will  be  the  same  as  \fZ\\% 

26.  Add  Equity  from  Previous  Period: 

Each  operation  will  accummulate  an  equity  of  $60.00  in  the 
stand.   This  is  done  by  withholding  a  small  amount  of  money  back 
from  your  profits  each  month,  until  the  $60.00  is  withheld.   The 
amount  of  your  equity  is  added  to  the  Net  Income  to  find  the  total 
amount  of  money  belonging  to  you.   The  equity  is  then  withheld  again 
at  the  bottom. 

27.  Total: 

This  is  the  total  Net  Income  and  Operators  Equity  mentioned 
above. 


28.  Distribution  to  Managers: 
Definitions  below. 

29.  Checks  Returned  by  Bank: 

Checks  that  are  deposited  in  the  bank  from  your  unit,  are 
in  the  Business  Enterprise  account.   Therefore,  any  bad  checks  that 
are  returned  to  the  Commission  will  be  treated  as  a  draw  by  you  and 
subtracted  from  your  Net  Profit.   The  bad  checks  will  be  returned 
to  you.   You  can  collect  from  the  person  who  issued  the  check  to  you. 
This  money  is  yours  to  put  in  your  pocket.   Bad  checks  returned  to 
you  must  not  be  redeposited  in  the  bsnk. 

30.  Cash  Draws : 

Cash  draws,  is  money  taken  by  you  from  your  unit  for  a 
personal  draw.   All  cash  draws  must  be  authorized  by  a  member  of  the 
Business  Enterprise  staff. 

31.  Business  Enterprise  Check  Account; 

This  is  the  check  written  to  you  for  the  amount  of  your 
Net  Income  by  the  Accounting  Department.   This  is  your  Net  Income 
minus  Draws,  Checks  Returned  from  Bank,  and  personal  insurance  you 
may  select  to  have  withheld  from  your  check. 

32.  Other: 

This  is  a  list  of  group  insurance  plans  being  used  by  the 
operators. 

33.  Total  Distribution: 

This  is  the  total  amount  of  #28-#3L 
3U«   Balance  of  Manager* 3  Equity: 

The  amount  of  your  equity  is  found  by  subtracting  #33  from 
#27- 
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SALAD  PREPARATION 

Since  the  finished  product  can  be  no  better  than  the 
ingredients  used  buy  only  quality  products  and  keep  them  fresh. 

1.  Use  imagination  in  preparing  salads,  make  them  eye 
appealing. 

2.  Garnishes  should  bear  relationships  to  type  of  salad. 
(Vegetable  and  egg  garnish  with  macaroni,  meat  and  fish  salads. 
Fruit  and  gelatin  with  dairy  products.) 

3.  Keep  salads  neat  and  to  fit  the  plate  or  dish. 

i|.   Keep  salads  chilled  and  crisp  in  case  of  vegetable  or 
green  salad. 

Compute  your  cost  per  salad  carefully  to  avoid  giving  away 
your  profit.  A  salad  selling  for  \\Otf  should  not  cost  more  than 
l6j^  for  ingredients. 

Keep  a  variety  of  1;  or  5  salads  and  vary  the  variety  so  as 
not  to  destroy  your  customer  with  monotony. 
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MENU  MAKING 

The  way  to  make  money  is  to  give  people  what  they  want 
when  they  want  It,  at  a  price  they  are  willing  to  pay. 
Factors  determining  menu  are: 

1.  Type  of  customer 

2.  Location 

3.  Hours  of  service 

Ij..   Facilities  available 
Tips  for  menu  makers : 

1.  Use  "in  season"  foods  as  much  as  possible. 

2.  Vary  methods  of  preparation.   There  are  365  ways  to 
prepare  hamburger  -  use  them. 

3.  Build  your  menu  around  main  dish  and  "appetize"  the 
serving  to  the  eye. 

1|.   Vary  the  menu  to  suit  the  weather. 

5>.  Use  a  few  appetizing  adjectives  for  the  menu  (creamy 
whipped  or  snowflake  potatoes  are  tastier  than  mashed). 

6.   Look  around  when  you  dine  out.   What  is  this  cafe 
doing  that  I  could  adopt  for  my  unit?   (If  you  don't  get  one  good 
idea  the  dinner  was  wasted. ) 
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